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25X1A
wevoranpum For: M .
Member, Incentive Awards Committee
SUBJECT ¢ Meeting of CIA Incentive Awards Committee
1. In accordance with the provisions of Regulation_ 25X1A

the CIA Incentive Awards Committee will convene for a brief meeting
on Thursday, 7 January 1954 at 10:00 A.M. in Room 223, Curie Hall.

2. For initial Committee consideration there are 12 non-
adopted employee suggestions. The employee suggestions, together
with the evaluation prepared for each, are summarized in Tabs 1
through 12 and are supplied to you for your advance information.
Please bring these incentive award briefs with you to the Committee

meeting.
FOR THE CHAIRMAN, INCENTIVE AWARDS COMMITTEE
25X1A
Attachments:
Tabs 1 through 12
O ] R
P L r‘}
conFiDEnAL 5360
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AGENDA

SUGGESTION NO, TAB NO,

392 1
403 2
451 3
L54 I
L67 5
470 6
47 7
472 8
L74 9
479 10
480 11
48). 12

Approved For Release 2000/06/19 : CIA-RDP80-00832A000100090002-5



Approved FesRelease 2000/06/19 : CIA-RDP88<00832A000100090002-5

Employee Suggestion No, 392

A, Information #bout the Suggesters:

B, Summary of the Suggestions

The suggester proposes that the practice of requiring employees
who work after normal office closing hours to list their names along
with thelr badge numbers in the check=-out log at the guard's desk be
discontinued. He suggests, instead, that the guards be instructed
to check employee badge numbers against numbers entered in the log,
to preclude the possibility of disclosing names of employees in
critical security positions to unauthorlzed personnel.

C, Evaluation of Concerned Office:

The Chief, Security Office, has edvised that after-hours signa-
tures are an essential part of the bullding security program, and
that the badge number is used by Security as a cross reference for
identification purposes. Non-adoption is therefore recommended.

D, Note:
Rejection for award of this suggestion appears to be indicated
in view of the above appraisal. A letter of appreciation expressing

the Committee'’s interest in the constructive thinking and initiative
shown by the suggester is recommended.,

Wo  oussond,
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Employee Suggestion No. 403

A Info: tion about the Sugges 3

B, Summsry of ‘the Suggestions

The suggester proposes that there be published a quarterly infor-
mational pemphlet to explain to employees the reasons for certain
inconveniences (parking problems, air-conditioning, etc.) and to indi-
cate what is being done to correct them. He believes that such a
publication would improve employee morale through a better understand-
ing of such problems.

C, Evalustion of Concerned Offices:

The Persommel Office advises that it is not believed that the
slight effect oh employee morele which might be reallzed would warrant
the cost of such a publication, especilelly in view of the severe budget—
ary restrictions now in effect throughout the government. It is believed
that the majority of CIA employees are appreciative of the fact that
every effort is being maede to overcome the inconveniences described.

If the suggestion were adopted, such publicity would serve to accentuate
and draw attention to the “inconveniences" and "problems" themselves.

D, Notes
Rejection for award of this suggestion appears to be indicated
in view of the sbove appraisel. & letter of appreciation expressing

the Committee's interest in the constructive thinking and initiative
shown by the suggester is recommended.

m@%ﬂ Uvalinslos
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Employee Suggestion No. 451

A, Information about the Suggesters

B, Summary of the Suggestions

The suggester proposes that typewriter repairmen make systematic
inspections of all typewriters, and when doing so, give instruction to
typlsts on such items as ribbon turning, olling, minor repairs, etc.

He believes this will reduce typewriter maintenence caused by negligence
and lack of first-schelon maintenance,

C, Fvaluation of Concerned Office:

The Loglstics Office has advised against adoption for the following
reasonss

(a) Such inspections would be impractical & costly.

(b) As repeir calls are made, instructions are glven in type
cleaning, operator adjustments, and ribbon. turning.

(e) 0iling by untrained personnel can cause damage.

() Oiling on ribbon carrier will cause sticking and binding
of parts associated with ribbon throw mechanism,

(e) If oil reaches eraser dust in type-bar segment, all keys
bind,

They further add that, a typlst untrained in repair, even with the
proper tools, can easily do more damage than repair.,
D, Notes

Rejection for award of this suggestion appears to be indicated
in view of the above appraisal. A letter of appreciation expressing
the Committee's interest in the constructive thinking end initiative

shown by the suggester is recommended.

y i
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Epployee Suggestion No. 467
A, Information About the Sugpgesters:

B, Summary of the Suggestions

The suggester proposes that action be taken to insure that no
reports which ha¥e been hectographed or mimeographed and which have
hectographed or mimeographed annexes are distributed incomplete, as
the cost of reproducing the few pages of the annex for each report
cennot compare with the cost of obtaining a complete report through
channels,

C, Evaluetion of Concerned Offices

The Assistent Director for Research and Reports advises that
statements in the suggestion are not entirely true as borne out by
investigation by ORR, In no case was the office able to find any
hectographed reports in which the annexes were not distributed in
their entirety., "It is true that some reports come in with only one
or two sets of annexes, whi¢h are then sent to Industrial Register.
In these cases, however, the ammexes are not hectographed but are
photographs or photostats. It would, therefore, be quite expensive
to furnish additional copies of the annexes and to make new masters
by another process."™ '

D, Notes

Rejection for award of this suggestion appears to be indicated
in view of the above appraisal. A letter of appreciation expressing
the Committee's interest in the constructive thinking and initiative
shown by the suggester 1s recommended.

CONFDLINTIAL
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Employee Suggestion No. 470
A, Information about the Suggester:

B, Summary of the Suggestlons

The suggester proposes that the code numbers of intelligence
documents be printed on the intellofax card jJust above the routing
ladder in order to relieve the load of the in~box on the analyst
and to focus his attention on research.

C, EByvaluation of Concerned Offices

The Assistant Director for Research and Reports doubts if rout-
ing cards instead of documents would be desirable as it would not
permit the analyst to decide whether or not he needs to see the docu-
ment itself. There is no evidence that the proposal would help enough
people to warrant its adoption.

D, Notes

Rejection for mward of this suggestion appears to be indicated
in view of the above appraisal. A letter of appreciation expressing
the Committeels interest in the constructive thinking and initiative
shown by the suggester 1s recommended.,

\ﬁ-@; R I SRR

CONFIDENTIAL
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Employee Suggestion No. 471

A. Information About the Suggester:

B, Summary of the Suggestion:

The suggester proposes that, to eliminate mistakes in NIS and
other CIA and TAC intelligence reports, such documents be submitted
to the language and area specilalists of FDD for review and correction
prior to publication. This would avoid mistranslated titles, words,
phrases, false foreign place-name listings, and misspelled foreign
place names.

C. Evaluation of Concerned O0ffices:

The Assistant Director for Operations advises against adopiion
for the following reasons:

(a) The checking time necessary to go through such a volume of
material would impose too great a burden to justify the
resvlts within present budgetary limitations.

(v) The additional time lapse would be undesirable to the
reporting and consumer office.

D. Note:
Rejection for award of this suggestion appears to be indicated
in view of the above appraisal. A letter of appreciation expressing

the Committee!s interest in the constructive thinking and initiative
shown by the suggester is recommended.

R%Mm
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Imployee Suggestion No. L72

A. TInformation about the Suggester:

B. Sﬁnmmly‘of the Suggestions

The suggestion proposes that BID (0LI, State Department)
and Research Bureau (Division of Geography, Department of the
Interior) be incorporated in FDD (CIA) where they could obtain
all overt foreign-language documents, as well as on-the-spot
linguistic aid and expert advice from FDD language and area
specialists.

~

C. Evaluation of the Concerned Offices:

The Chief, FDD, advises against adoption as the two units
mentioned are not primarily established for intelligence work.
Research Branch of Interior would have to cease some of its
non-intelligence functions if it became a part of the Agency.
BID is now functioning under an interdepartmental agreement
that would be difficult to cancel.

D, Notes

Rejection for award of this suggestion appears to be
indicated in view of the above appraisal. A letter of
appreciation expressing the Committee's interest in the
constructive thinking and initiative shown by the suggester
is recommended .

1d
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Employee Suggestion No. 474

A, Information About the Suggesters:

B, Summary of the Suggestions

The suggester proposes thet there be established an information
center for Agency persomnel regarding the renting, buying, etc. of
houses, apartments or rooms. The chlief purpose of the center would
be to aid Agency employees who are returning with their families from
overseas to take up duty in Washington and those employees who are
leaving Washington to teke up duty elsewhere,

C, Evalustion of Concerned Office:

The Deputy Chief, PRDS, advises that the subject of the suggestion
is already in effect. Such an information center, previously msin-
tained by PD(0) and PD(C), is now handled by the Employees Services
Division of the Personnel Office,

D, Notes

Rejection for award of this suggestion appears to be in order in
view of the above appraisal.indicating suggestion already in effect,
A letter of appreciation expressing the Committee's interest in the
constructive thinking and initiative shown by the suggester is
recommended .,

ozt d
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Employee Suggestion No. L79

A. Information About the Suggester:

B. Summary of the Suggestioné

The suggester proposes that a system be devised whereby
employees can evaluate their supervisors in much the same way
supervisors now evaluate employees.

C. Fvaluation of Concerned Office:

The Plans, Research and Development Staff, Personnel Office,
advises against adoption for the following reasons:

(a) it is a reversal of the natural order. -

(b) it would tend to increase tensions between supervisors
and subordinates.

(¢) if permitted on an anonymous basis, the supervisor would
have little protection from malice, and if on a covert
basis, it is not clear how subordinates could be made
secure from fear of reprisal.

(d) most subordinates have direct knowledge of only a portion
of their supervisors' work, and for this reason cannot
zive a comprehensive and equitable evaluation.

%  Although the suggestion might have value in a "one-timeM
survey of employee morale and supervisory quality, or in
individual cases, it has the above objectionsble features
as a normal procedure.

D. Note:
Rejection for award of this suggesbtion appears to be indicated
in view of the above appraisal. A letter of appreclation expressing

the Cormittee's interest in the constructive thinking and initiative
shown by the suggester is recommended,

Q. 373
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Employee Suggestion No. 480

A, Information About the Suggester:

B, _Summary of the Suggestion:

The suggester proposes that the ground-floor area of Barton
Hall be structurally reenforced and made into an OSI file room
where all divisions could keep one or more files for general re-
ference material.

C. Evaluation of Concerned Offices:

The General Services Office partly endorsed the suggestion,
but recommended that it be forwarded to OSI for consideration.

The Office of Sclentific Intelligence has informed the Com-
mittee that the suggestion is already in effect and no part of
the suggestion makes added contribution., A large portion of the
ground floor of one wing is being specially shored up for this
purpose.

D. Note:
Rejection for award of this suggestion appears to be indicated
in view of the above appraisal, A letter of appreciation expressing

the Committee's interest in the constructive thinking and initiative
shown by the suggester ls recommended,.

byt
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Employee Suggestion No. 181

A. Information About the Suggester:

B. Summary of the Suggestiont

The suggester proposes that offices be provided with envelope=
flap moisteners in order to reduce the use of Scotech tape in sealing
envelopes for inter-office transmittals.

C. BEvaluation of Concerned Office:

The Chief, General Services recommends non=~adoption for the
following reasons: ’

(a) The use of glue=type envelopes is being discouraged;
chain envelopes are available and should be used in
accordance with instructions contained in CIA Regu=
lation [l Paregrephs N-(2) and (3).
25X1A

(b) Administrative Instruction [Jllpronivits the use of 2EX1A

Scotch tape for this purposes

(c) With respect to the moistener suggested, the bowl
and sponge type is far cheaper and equally effective.

D. Note:
Rejection for award of this suggestion appears to be indi=
cated in view of the above appraisal. A letter of appreciation

expressing the Committeel!s interest in the constructive thinking
and initiative shown by the suggester is recommended.

W .
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SECRET
Security Information

MEMORANDUM POR: Acting Chairmen, Incentive Awards Committee

FROM: Executive Secretary, Incentive Awards Committee ,
SUBJECT: Award for Superior Accomplishment - ] 25X1A
REFERENCE: Paragraph 3a (4), CIA Regulation [ 2EX1A

25X1A

. 1. Agency Reguiation Il and supporting documents from the
Chief, Material Support Branch, Office of Communications, recom-
mending the granting of a within-grade pay increase as an award Lo
M GS-7, for superior accomplishment have bsen reviewed

ne compliance with legal recuirsments seot Torth in Fublie
T.aw 429, s compensation is less than the naximum rate for
his grade. He has received no previous advancement as an award during
the past 52 weeks--the prescribed waiting period for a mormal periedic
pay increass,

2. Standards - To merit an award for Superior Accomplishment,

_an employee's performance must meet cne of the tests praseribed by

Paragraph 3a (4) of the Regulation. The memorandum from the Chief,
Material Support Branch presents information im zceordance with the
provisions of the above-referenced regulatlom.

3., If the CWombly considers an award for Superior
Accomplishment for his salary will be Inecrsased from

84,205 to 4,330 per annum.
FOR THE INCENTIVE AWARDS COMMITTEE

SECRET
Security Information
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Security Information

COPY

T0 : Chief, OC-A
FROM : OC-A/MSB

SUBJECT: Wor Superior Accomplishment Salary Increase for

R 1 CTA Regulation [ 25X1A

i, It is recommended that _be granted a salary
increase of one step in accordance with the provisions of CIA Regulation
B vhich allows such an increase as a result of superior accomplish-
ment. This recommendation is believed justified wnder tho provision of
Section #3, paragraph #4, referenced regulation, sustanined work perfor-
mance of a high degre: of efficliency. " ‘

2. . ir his vosition of Stock Management Officer, 0C-A/HSB
has demonstrated oulstanding performance for the past six monthe in the
accomplishment of his sssigned duties, During the past three months, he
has performed his cwn primary assignment in the same cutstanding mammer
and 4n addition, has assumed greater responsibilities because of the ™Y
assignment of the Deputy Chief, M3B S ) to Headquarters, [
and has done so with meritorious distinction.

3. _ is normaily responsible for maintaining supervision and
management control of Agency Communications Stock for this Branch and is

required to possess the technical knowledge to conduct the numerous detail-

.ed administrative and logistic functions necessary to assure that the
stocks are kept current and that acceptable guantities are avallable when
required. This entails reviewing some 7500 items of a stock value in
excess of %2,000,000.00. :

Lo As indicated above, has been requirsd to assume certain
functions normally performed by during his absence and will be
required to continue these upon 's return and during the absence

of the uadersigned for a period of approximately two months,

familiarity with the office routine, -specifie procurement nroblems and
details of important contracts have placed an increasing demand unon his
knowleige and abilities and as indicated above, he has met these demands
with distinction, and it is anticipated that he will continue to do so-

CONFIDENTIAL

Security Information
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SECRET
Security Information

corY¥

1lst Indorsement

TO:  Executive Secretary, Incentive Awards Committee
FROM: Chief, Administrative Staff, Office of Communications

The attached recommendation for a Superior Accomplishment award is

forwarded for action.

SECRET
Security Information
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SECRET
Security Information

MEMORANDUM FOR: Acting Chairman, Incentive Awards Committes

FROM: Fxecutive Secretary, Incentive Awards Commities

SUBJECT: Award for Superior Accomplishment - I 25<1A

REFERENCE: Paragraph 3a (4), CIA Regulation [ 25X1A
1. Agency Regulation [ and supporting documents from the 25X1A

Chief, Engineering Division, Office of Communications, recommending
the granting of a within-grade pay increass as an award to Mrs,
25X1A “ GS-5, for superior accomplishment have been ro-
viewad to determine compliance with legal requirsments set forth in
25X1A  Publie Law 429, *compansaucm is less than the maxi-
mum rate for her grade. She has received no previcus advancemont as
an award during the past 52 weeks--the prescribed waiting period for
- a normal pericdic pay inerease.

) 2, Standards - To merit an award for Superioyr Accomplishment,
an employee’s performonce must meet cne of the tesis presoribed

by Paragraph 3a (4) of the Regulation. The memorandum from the Chief,
Engineering Division presents informaticn in accordance with the pro-
visions of the above-raferenced regilation.

: 3, If the Committes favorably considers an award for Superior 5
Aecomplishment for I, her salary will be inereased from 25X1A
43,660 to $3,785 per annum. ' ;

FOR THE INCENTIVE AWARDS COMMITIEE

_ 25X1A

SECRET
Security Information
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COPY

70 1 Chief, Administrative Staff, OC Date: September 9, 1953
FROM : Chief, Engineering Division, OC
SUBJECT: Salary Tnerease for Meritorious Service - [N 25X1A

1. Tt is requested that [IIIIIIIEER bvo given an in-grade salary 25X1A
increase for meritorious service.

2. The smbstantiatin’g reasons for this request are as follows:

25X1A a. Because of the fact that the Test & Gyaluation Section, in
whiche— works, is located soms distance from its
25X1A parent headquarters, and in a Toglstics Office installation,
25X1A _ has administrative duties which usually fall at
Division level. In addition, ﬂ receives administra-
tive, housekeeping, and security instructions from Lex! stics,
as well as the orders from Commo, 80 she must continuaily try
to viease two ssts of supervisors.
25X1A _
v. I i: on excevtionally able secretary-tvpist.

She prepares reports, often involving voucher numbars, serial
numbers, and other figures, with few or no errors.

¢.  She maintains vory accurate and detailed files and recorda,
The work of the section requires reference files of technical
manuals, specifications, and the 1ike., It also requires data on
equipment, accessories, tube complements, and the like. Records
of work accomplished include files of equivments by serial num-
bers accepted and/or processed for cargoes, The efficiency of
the records systems can be attested to by the ease with which

f t be obtained.
25X1A information can.eo ain

d _ often has to work under pressure of maeting
25X1A _eargo, or other deadlines.

s excellent perfbme.nce of duties, under unusval,

3. I
and often difficult, conditions, makes her deserving of svecial recognition
and reward.

/s/
R 25X1A

SECRET
Security Information
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SECRET
Security Information

coPY
1st Indorsement

TO: Executive Secretary, Incentive Awards Committee

FROM: Chief, Administrative Staff, Office of Communications

The attached recommendation for a Superior Accomplishment is forwarded

for action.

SECRET
Security Information
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MEMORANDUM FOR:
FROM:
SUBJECTs

REFERENCE:

1. Agency Regulation -and supporting documents from the
Chief, FE Division, DD/P, recommending the
grade pey increase as an award to
superior accomplishment have been reviewed to determine
legal renuirements set forth in Public Law 429,

SECRET
Security Information

Acting Chairman, Incentive Awards Committee

Executive Secrstary, Incentive Avards Committee

Award for Superior Accemplishment va_ 25X1A

Paragraph 3a (1), cIA Regulation [ ‘ 25X1A

25X1A

anting of a within- ‘
GS-9, for 25X1A

compliance with

25X1A

compensation is less than the maximum rate for har grade. & Nnas
received no previcus advancement as an award during the past 52
weeks-~-the prescribed waiting period for a normal veriodic pay increase.

2. Standards - To merit an award for Supeiior Accomplishment
an employes's performance must moat one of the tests prascribed )
by Paragraph 3a (L) of the Regulation, The memorandus from the Chief,
FE presents information in accordance with the provisions of the
above-referenced resulation.

3, If the Committee favorably considers an award for Supsrior

Accomplishment for
$5,185 to $5,310 per annum.

her salary will be increased from 25}(1A

POR THE INCENTIVE AWARDS COMMITTER

I 25X1A

SECRET
Security Information

Approved For Release 2000/06/19 : CIA-RDP80-00832A000100090002-5



Approveqlfor Release 2000/06/19 : CIA-R®P80-00832A000100090002-5
Fmployee Suggestion No. 274

A, Summary of the Suggestion:

The suggester proposes the distribution, Agency-wide, of a
memorandum to remind everyone who handles files of the absolute
necessity of dating all material placed in personnel files. At
the present time, as the files grow and ars rearranged from time
to time, it becones very diffieult to determine its proper chrono-
loglcal order unless all of the material is dated (with the year
as well as the day and month). In many cases, because of this lack
of dates, an erroncous handling of the file has been made.

The Depuly Chief, Plans, Research and Development Staff, Per-
sonnel Offico, has advised the Commlttee that the above suggestlon
is of sufficlent importance to receive caraful consideration. With-
out questior, insertion of undated material in applicant folders
tonds to confuse reviewing officials who need to ‘mow the chrono-
logical arrangement of supplementary material in order to evaluate
the applicant. However, they further advise that the problem of
undated documents has been under study in this Office before the
suggestin was initiated. The above Staff is encaged in a projest
to imprrve applicant folders in several respects of which one con=
sideration relates to the eiimination of undated material im appli-
cant folders, However, they indicated that the existence of the
projest above does not invalidate the points presented in this sug-
gestion. Although the PRDS does not believe that such a notice as
propused by the suggester is appropriaste at this time, the suggestion
4n ilself has served to place more emphasis on the point in questionm.
They further recommand that a nominal award be approved, based on the
fact that the suggestion has contributed to the research project being
conducted on the general problem. '

C. Fecommendation:
14 1a recozmmded that a token award-of #15 based on the Scale

of Awgrds for Suggsetions With Intangitle Benefitis be awarded to the
sugroster.
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Employee Suggestion No. 570

Ao Summary of the Sugeestion:

The suggester proposes a revision of Form 33-26, "Capital
Transfers Affecting Washington". The proposed revision permits
the recording of three transactions on a single page, rather than
one transaction as at present. Under the proposed, only six copies:
would be required, resulting in a 50% savings in the use of printed
forms. In addition, stenographic and filing time would be reduced
approximately 50%.

B, Evaluation of Concem'ed Office:

The Acting Comptroller has advised the Committece that "the
use of the proposed revision of Form 33-26 would, it is feit, result
in a savings in time in the Finance Division Disbureing Section and
Accounts Branch. The degree of savings cannot be accurately deter-
mined; however, it is estimated that approximately 156 man-hours
per annum could be diverted to other dutfes. Converted to cost at
the aprropriste level (GS-6), the resulting savings to the Agancy
would be approximately #283.92 per annum." The Comvotrolleris Office
goes on to recommend that the suggestion be adopted.

Tangible savings have only been included in the above estimate
_o'r savings,

C. Recommendation:

It is recommended that an award of %25 be considered by the
Committee based upon $20 tangible savings and %5 intangible benefits.
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Employee Sugaestion No. 10

A, Summary of tha Supreation:

The auggester propogses that a larpe, permanent, outdoor-tvoe
cigarette and/or trash receptacle he placed at or near the flag vole
located opposite entrance to North Suilding at the shuttis-bus stop.
He balieves this will improve the appearance of the aren Xnown to
the public as CIA where many pecple obtain their firat Zlimpse of

this Ageney. Further, it will improve emvloyee morale hy indicating

that efforts are being made to have them viork in cleaner surroundings,
B. BEvaluation:

The Chief, General Serviges Office has advised the Committee
of the following:

"Subject suggestion is believed to have merit,; and stevs have
been taken by this Office to adont it for use. The I Croup
Superintendent has been contacted in this regard and has indicated
that a cigarette sand urn and trash receptacle will be provided at
the flag pole area in front of North Suilding,

Any monetary savings realized through adoption »f this susprestion

would be reflected in a samall reduction of cleaning service time, the

expense of which is normally borne by the Il The improved appearance
of the area, which i3 of prime importance, cannot bs evaluated rezdily."

C.__Recommendation:

It is recommended that a token award of %10 - %i5 be considered
by the Committee for this sugpestion with intangible benefits.
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- Employee Suggestion No. 206

A, Summary of the Supgestion:

The suggester proposes that excese copies of the "News Righlights"
prepared by the Staff be accumulated, instead of destroyed after
use, and made seratch pads for general Azency use. 25X1A

B, _Evaluation of Concerned Offices:
- The Office of Loglstics has supplied the following svaluation:

"This suggestion from a theorstical standpoint would seem to he
excellent, however, when the administrative expense which would be
involved in accumulating, assembling, and reworking such material is
considered, it 1s doubtful whether or not there would be any substantial
saving realigzed.

Most of the printed matter referred to in subjest suggestion.....
is printed on common mimeograph and spirit process type paper, which
is very undesirable for longhand writing., Scratch pads are usually
made from a cheap writing sulphite paper." '

~The Acting Chief, | HEENEEEEENE »: v+ sion has provided 25X1A
further information to the Committee in the following:

", ..Although this suggestion may appear worth while to the
employee, it reflects the improper use of the "™ews Highlights" in
that there actually should be very few extra coples if the proper
use is made of this publication.”

Following up on this suggestion, the Fxecutive Secretary of the
Conmittee as a result of a vroposal from the lLogistics Office in their

memorandum relative to printines the "News Hiphlipghts" on hoth sides
suggested to the 25X1A
that the printing of the publication on hoth sides could provide the

following:

3., reduce ths printing time involved in the reproduction
of this publication,
b. result in approximately a 50% saving in paper (over

500,000 pieces of legal size paper comserved yearly).
e tac:{litate the overseas pouching of a lighter-weicht

publication.

Based upon the above suggestions by the Wxecutive Secretary, the
proposal was _1nvestigated, found to be feasible, and adopted,

C. Recommendation:

Although the original suggestion was not adopted due to the above
evaluation, the suggestion did result. in beneficial action being taken
to effect savings in an Agency operation. Therefore, a token award of
$25 in recognition of the suggester's interast in economy is recommended.
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Pmployee Suggestion No. 619

A, Summary of the Supggestion:

The suggester proposes a process for the saving of time on
Intellofax requests to the CIA Library. Specifically, when the :
Reference Librarian desires the Machine Division to include the USSR
or any of the satellite blocs as one of the area codes in a request,
they would no longer request the areas as semarate entities, but
rather as Bloes. For example, if the Referance Librarian wanted the
USSR and the Far Eastern satellites included in a machine run, he
would not ask for each area individually (a total of & areas) but
rather request area Bloc B and area Bloc F,

B. Evaluation of Concerned Officu:

The CIA Librarian has advisad the Conmittee of the followine:

"Suggestion Number 619 was adopted with minor modifications by
ths CIA Library and the Machins Methods Division on 26 October 1953.
A saving of approximately two minutes in the handling of each of three
requests daily by Reference Franch and Machine Methods Division ner-
sonnel has been realiszed during the relatively short period since the
suggestion was adopted. . Th: total saving of some six minntes each day
are divided equally between the services of one GS-7 librarian and one
GS-4 clerk. In view of the very small savings resulting from this sug-
gestion the CIA Library racomnends a token payment be offered in recog-
nition of constructive inierest in improving library operationas.

C. Recomnmendation:
It is recommended that the Committee consider a token award of
$25 in keeping with Grade D of the Gcale of Awards for Sugpestions wWith

Intangible Benefits. "he intangible benefits resulting from this sug-
~gestion would appear to outweigh the f,angiblo savings involved.
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